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Remote Work Policy and Procedures        
 
Objective 
Remote work allows employees to work from a location other than the physical work setting of the 
school district for all or part of their workweek.  Under normal circumstances, an essential function of 
most school district employees involves direct, face-to-face interaction with the students whom the 
school district serves.  However, considering the interim determination of Garden City Public Schools to 
provide remote learning to all students during the COVID-19 pandemic, in conjunction with  Emergency 
Rules set forth by the Michigan Occupational Safety and Health Administration (MIOSHA), through the 
Department of Labor and Economic Opportunity (LEO), the District considers remote work to be an 
arrangement to further protect employees from infection of the Coronavirus and curtail the spread of 
the Coronavirus during the pandemic.  Remote work may be appropriate for some employees and jobs, 
but not others.  Remote work is not an entitlement or a districtwide benefit, and it does not change the 
terms and conditions of employment with Garden City Public Schools. 
 
Procedures 
Remote work arrangements will be made on an interim basis in accordance with Emergency Rules set 
forth by MIOSHA, or any other entity like the Michigan Department of Health and Human Services 
(MDHHS) or Wayne County Department of Health and Human Services, during the COVID-19 pandemic.  
Such arrangements will be contingent upon the school district’s instructional plan for students.  Face-to-
face instruction of students is optimal in the PreK – postsecondary setting and requires the deployment 
of district employees to ensure a safe and productive learning and work environment. 
 
Eligibility 
As a public school district operating in the midst of the COVID-19 pandemic, Garden City Public Schools 
has implemented extensive mitigation strategies to keep its employees safe.  During the COVID-19 
pandemic, these mitigation strategies will remain implemented and practiced regardless of the District’s 
instructional format (virtual/remote, face-to-face, or any combination thereof).  While the District seeks 
to continue all necessary operations to support instruction and student learning, regardless of the 
instructional format, the following classifications/positions must work remotely from home with certain 
exceptions, as outlined below:  

o Classroom teachers must work remotely from home unless the following circumstances 
apply: 
§ The classroom teacher does not have internet access from home that suitably allows 

him/her to provide virtual instruction to students. 
§ The classroom teacher does not have access to particular materials, content, or 

equipment that is necessary for them to successfully provide instruction.  Examples that 
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may apply include science teachers who are demonstrating a laboratory 
experiment/activity, Career Technical Educators who need access to particular 
materials/equipment related to their respective area or trade, art teachers, or physical 
education teachers.  There may be other related exceptions.  Such exceptions may not 
apply on a daily basis and will be determined and managed at the building level by 
building administration at each school building. 

o Counselors and Ancillary professionals must work remotely from home unless a student 
evaluation, IEP meeting, or similar work requires them to report to the physical work setting 
for completion of such tasks/items.  Such work may also include access to sensitive 
information from District electronic platforms that may not be accessible from home. 

o Unless notified otherwise by their building administrator or direct supervisor, classroom 
paraprofessionals, independence (1:1) paraprofessionals, and GSRP Teaching Assistants must 
work remotely from home unless the following circumstances apply: 
§ The paraprofessional does not have internet access that suitably allows him/her to 

participate in virtual instruction. 
§ The paraprofessional is notified to report to the physical work setting by his/her building 

administrator or direct supervisor for purposes related to copying, creation of supply 
packets, distribution of supply packets, or other necessary functions related to the 
paraprofessional's role in supporting the instruction of the school district’s students.   

o Administrative assistants and media paraprofessionals must work remotely from home when 
feasible.  Exceptions will apply when essential work cannot be completed from home, 
including copying, creation of supply packets, distribution of supply packets, or other 
necessary functions related to the administrative assistant’s role in supporting the instruction 
of the school district’s students.  Furthermore, work that involves access to particular 
software/equipment or sensitive information, such as platforms utilized for work related to 
timekeeping and/or payroll, will require individuals to report to the physical work setting. 

o School administrators must work remotely from home unless their presence is required in 
the school building for purposes of supporting and/or monitoring instruction.  While not 
limited to such instances, administrators must physically report to the work setting when a 
school building must conduct some form of a distribution of materials/equipment to 
students. 

o Central Office personnel must work remotely from home unless their access to particular 
software/equipment or sensitive information requires them to report to the physical work 
setting.  To the extent feasible, Central Office personnel must work in collaboration with their 
department administrator to conduct work from home as much as possible.  

o Personnel who work in the Buildings & Grounds Department or Computer Services 
Department primarily engage in work that requires direct access to District facilities, grounds, 
and equipment.  Certain personnel, such as administrative assistants, must work from home 
when feasible.  Other personnel may perform some work virtually from home, when 
reasonable and possible to do so, at the discretion of their department administrator.   

 
Major Responsibilities and Duties 
Provided below are general employee classifications and the major responsibilities and duties associated 
with these classifications during remote work.  These lists provide a general overview for each 
classification and Garden City Public Schools reserves the right to revise these lists as needed.   
 
All employees, regardless of classification, are responsible for working a normal contractual work day 
during remote work.  For employees who are non-exempt (hourly), hours worked in excess of those 
scheduled per day and per workweek require the advance approval of the remote worker’s 
administrator/supervisor.   
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Instructional, Counselor, and Ancillary Certificated Staff 
• Develop and implement lesson plans and activities through distance or virtual learning to fulfill 

the requirements of district curriculum 
• Plan and use appropriate instructional strategies, activities, and resources for distance or virtual 

learning that reflect understanding of the learning styles and needs of assigned students 
• Maintain availability by phone, email, or video conferencing to confer with district personnel, 

students, and/or parents during regular contractual time 
• Provide ongoing feedback on student achievement through formal and informal methods 
• Create a virtual classroom environment conducive to learning and appropriate for the physical, 

social, and emotional development of students 
• Demonstrate regular and prompt attendance to ensure a consistent focus on student learning 

 
Paraprofessional and Teaching Assistant Support Staff 

• Attend virtual learning and instruction in assigned classroom during all class meetings 
• Support virtual learning within in the assigned classroom 
• Monitor and respond to district correspondence in a regular and timely manner during 

contractual work hours 
• Maintain availability for on-site work in pre-scheduled and emergency situations when 

contacted by building administrator or supervisor 
• Attend remote or virtual staff meetings during contractual work day 

 
Administrators, Directors & Supervisors 

• Oversee in the daily operation of all aspects of school/departmental operations as determined 
by the Superintendent of Schools 

• Attend remote or virtual meetings during the work day 
• Assess and identify work that needs to be completed and continue to work remotely 
• Monitor and respond to District correspondence in a regular and timely manner 
• Maintain communication with parents, students, staff and any other constituents to ensure a 

positive focus on student learning is maintained 
• Manage and respond to any concerns that may surface in the remote learning environment 
• Monitor remote learning, including teacher completion of grades/assessments, staff work 

hours, distribution of learning materials 
• Attend virtual IEPs, 504 meetings, and any other student-related meetings for which an 

administrator would regularly attend 
• Maintain availability to report on site when working remotely 
• Report to Human Resources immediately if you are unable to perform your work responsibilities 

due to a personal or family illness 
 
Equipment 
On a case-by-case basis, Garden City Public Schools will determine the appropriate equipment needs for 
the remote work arrangement, with information supplied by the employee and the employee’s 
administrator/supervisor.  Garden City Public Schools reserves the right to make determinations as to 
appropriate equipment, subject to change at any time. 
 
When equipment owned by Garden City Public Schools is utilized at a remote work location, remote 
workers must exercise reasonable care for the equipment and must take appropriate action to protect 
the items from damage or theft.  Remote workers may be held liable for damage caused by negligence.  
Garden City Public Schools’ equipment should be used for business purposes only and will be 
maintained by Garden City Public Schools. 
 
Remote workers must adhere to Garden City Public Schools’ Acceptable Use Policy (AUP). 
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Alternate Work Location  
Remote workers must establish an appropriate work environment within their alternate location for 
work purposes.  Garden City Public Schools is not responsible for costs associated with setup of remote 
workers’ alternate workspaces, such as remodeling, furniture or lighting, nor for repairs or modifications 
to alternate office spaces. 
 
Remote workers must not perform any face-to-face interactions with students at their alternate work 
location. 
 
Remote workers must take all precautions necessary to secure privileged information in their alternate 
work location and prevent unauthorized access to any Garden City Public Schools system, consistent 
with the District’s Acceptable Use Policy.  Remote workers will be expected to ensure the protection of 
proprietary Garden City Public Schools information and information accessible from their alternate work 
location.  Please refer to Garden City Public Schools’ Acceptable Use Policy for more information. 
 
Remote workers are responsible for notifying their employer of any injuries sustained while at their 
alternate work location and in conjunction with their regular work duties in accordance with Garden City 
Public Schools’ workers’ compensation procedures. 
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As required by the Michigan Occupational Safety & Health Administration (“MIOSHA”), Garden City 
Public Schools (“the District”) is required to implement a Remote Work Policy, while also adhering to 
health and safety mitigation measures as provided in the District’s COVID-19 Return to Learn Plan.   
 
In accordance with the District’s Remote Work Policy, certain employees may qualify for an exemption 
to work from their assigned District building under certain circumstances so as to have the ability to 
successfully perform their work responsibilities.   
 
In order to qualify for such an exemption, I recognize by applying for this exemption that access to my 
school building and/or classroom must not be based upon my personal preference, but out of necessity.  
As a result, I certify as follows (please check all boxes that apply): 
 

o I do not have internet access from home that suitably allows me to provide virtual instruction to 
students. 
   

o  I do not have access to particular materials (science lab materials, art supplies, etc.), content, or 
equipment that is necessary for me to successfully provide virtual instruction from my home. 

 
o Other:  ________________________________________________________________________ 

 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 

 
Employee Signature:__________________________________________________  Date:_____________ 
 
FOR ADMINISTRATIVE USE ONLY 
 

o Exemption Approved 
 

o Exemption Denied 
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Administrator Signature:______________________________________________  Date:______________ 
  


